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[image: ]FRESH RETURN INITIATIVE  

ROLES & RESPONSIBILITIES

“CHECK LIST”



DRAFT

Overview: 

R4’s Re-entry preparations will begin with a Fresh Return Initiative across all floors, offices and workstations. During our two-year remote working status, private spaces (offices/cubicles) need dedicated attention to cleaning and decluttering. This initiative improves access for building management cleaning and exterminating while ensuring our return to a fresh and safe work environment. MSD will coordinate with Division/Office representative(s) for their respective employees/locations.   



Do: 

· Identify Division/Office representative(s) per Division and/or respective floor(s).

· Identify designated location(s) (cubicle/office number(s)) for staging: 

· EPA provided cleaning supplies

· File storage 

· Archive Record boxes 

· Surplus Accountable Property

· Coordinate all surplus property with Division/Office Custodial Area Officers for proper tagging and coordination with FGAMB’s FESS Property Management Team. Stage labeled property in designated staging location per floor.  

· Coordinate all file staging and records archiving with ISMB’s Records Management Team for proper tagging and coordination. Stage labeled boxes in designated staging location per floor.

· Recycle in the designated Recycling Rooms (located East side) per floor for EPA laborer contractor’s daily collection.  Specifically includes: 

· Recyling bins (paper, old batteries, broken down boxes/cardboard)

· Office supplies (notebooks, clips, whole punchers, etc.) placed shelves.

· Ensure work surfaces are cleaned, using EPA provided cleaning supplies from designated staging area(s). 

· Remove personal items (food, plants/potting soil, etc.) and/or discarded in designated trash receptacles.

· Ensure cubicles/offices are cleared of excess paper, boxes on/under worksurfaces. 

· Return recycling bins to the floor Recycling rooms for daily empty/return by EPA contractor staff. 



Do Not: 

· Block main egresses (corridors, entrances/exits, stairwells, restrooms)

· Bring in cleaning supplies; approved EPA cleaning supplies from designated staging area(s)

· Dispose of food/plants/soil in paper recycling bins 

· Place surplus accountable property in the recycling area.







image1.wmf





F



RESH RETURN 



I



NI



TIATIVE 



 



 



ROLES & RESPONSIBILITIES



 



“CHECK LIST



”



 



 



DRAFT



Overview:



 



 



R4’s Re



-



entry preparations will begin with a 



Fresh Return



 



Initiative



 



across all floors, offices 



and workstations. During 



our two



-



year 



remote working



 



status



, private spaces (offices/cubicles) 



need 



dedicated 



attention to 



cleaning and decluttering



. This initiative 



improves 



access for building 



management 



cleaning



 



and exterminat



ing while ensuring our return to a 



fresh



 



and safe



 



work 



environment. 



MSD will coordinate with 



Division/Office representative



(s) 



for their 



respective 



employees/



locations



. 



 



 



 



 



Do:



 



 



-



 



Identify Division/Office representative



(



s



)



 



per Division and/or respective floor



(



s



)



.



 



-



 



Identify designated location



(



s



)



 



(cubicle/office number



(s)



) for



 



staging



: 



 



o



 



EPA provided cleaning supplies



 



o



 



F



ile storage 



 



o



 



Archive Record boxes 



 



o



 



Surplus



 



Accountable



 



Property



 



-



 



Coordinate all surplus property with Division



/Office Custodial Area Officers for proper 



tagging and coordination with FGAMB’s FESS Property Management Team.



 



Stage labeled 



property in designated staging location per floor.



 



 



 



-



 



Coordinate all file staging and records archiving with ISMB’s Records 



Management Team 



for proper tagging and coordination. Stage labeled boxes in designated staging location per 



floor.



 



-



 



Recyc



le in the designated Recycling R



ooms (located East side



)



 



per floor



 



for EPA 



laborer 



contractor



’s daily 



collect



ion.  Specifically 



includes



: 



 



o



 



Recyling bins (paper, old batteries, broken down boxes/cardboard)



 



o



 



Office supplies (notebooks, clips, whole punchers, etc.) placed shelves.



 



-



 



Ensure work surfaces are cleaned, 



using 



EPA



 



provided cleaning supplies from designated 



staging area



(s)



.



 



 



-



 



Remove p



e



rsonal



 



items (food, plants/potting soil, etc.) 



and/or 



discarded in



 



designated 



trash 



receptacles



.



 



-



 



Ensure 



cubicle



s/



office



s



 



are clear



ed



 



of excess paper, boxes on



/



under worksurfaces. 



 



-



 



Return recycling bins to the floor Recycling rooms for daily empty/



return by EPA contractor 



staff. 



 



 



Do Not



:



 



 



-



 



Block 



main egresses (



corridors



, entrances



/



exits



, stairwells, restrooms



)



 



-



 



Bring in cleaning supplies; 



approved



 



EPA 



cleaning supplies 



from designated staging area(s)



 



-



 



Dispose of food



/plants/soil



 



in 



paper



 



recycling bins 



 



-



 



Place surplus accountable property in the recycling area.



 



 



 



 






F RESH RETURN  I NI TIATIVE      ROLES & RESPONSIBILITIES   “CHECK LIST ”     DRAFT Overview:     R4’s Re - entry preparations will begin with a  Fresh Return   Initiative   across all floors, offices  and workstations. During  our two - year  remote working   status , private spaces (offices/cubicles)  need  dedicated  attention to  cleaning and decluttering . This initiative  improves  access for building  management  cleaning   and exterminat ing while ensuring our return to a  fresh   and safe   work  environment.  MSD will coordinate with  Division/Office representative (s)  for their  respective  employees/ locations .          Do:     -   Identify Division/Office representative ( s )   per Division and/or respective floor ( s ) .   -   Identify designated location ( s )   (cubicle/office number (s) ) for   staging :    o   EPA provided cleaning supplies   o   F ile storage    o   Archive Record boxes    o   Surplus   Accountable   Property   -   Coordinate all surplus property with Division /Office Custodial Area Officers for proper  tagging and coordination with FGAMB’s FESS Property Management Team.   Stage labeled  property in designated staging location per floor.       -   Coordinate all file staging and records archiving with ISMB’s Records  Management Team  for proper tagging and coordination. Stage labeled boxes in designated staging location per  floor.   -   Recyc le in the designated Recycling R ooms (located East side )   per floor   for EPA  laborer  contractor ’s daily  collect ion.  Specifically  includes :    o   Recyling bins (paper, old batteries, broken down boxes/cardboard)   o   Office supplies (notebooks, clips, whole punchers, etc.) placed shelves.   -   Ensure work surfaces are cleaned,  using  EPA   provided cleaning supplies from designated  staging area (s) .     -   Remove p e rsonal   items (food, plants/potting soil, etc.)  and/or  discarded in   designated  trash  receptacles .   -   Ensure  cubicle s/ office s   are clear ed   of excess paper, boxes on / under worksurfaces.    -   Return recycling bins to the floor Recycling rooms for daily empty/ return by EPA contractor  staff.      Do Not :     -   Block  main egresses ( corridors , entrances / exits , stairwells, restrooms )   -   Bring in cleaning supplies;  approved   EPA  cleaning supplies  from designated staging area(s)   -   Dispose of food /plants/soil   in  paper   recycling bins    -   Place surplus accountable property in the recycling area.        



